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ABSTRACT 

This handbook was developed for persons preparing tc 
take the Georgia Teacher Certification Test (TCT) in administration 
arid supervision. The subareas of the test are: (1) overview of 
leadership in education; (2) organizational and legal structures in 
education ; ( 3 ) management of school opera t ions ; (4 ) personnel 
management ; (5) instructional supervision; (6) curriculum 
development ; and (7) social issues in school administration. The 
handbook contains a listing of the c 90?? n t _objectiyes for each 
subarea wi th spec i f ic supplementary readings for each . Intent notes, 
designed to provide some elaboration as *ro the scope and aim of most 
of the objectives, are included as well as a numbered listing of 
selected reference materials which are also cross-referenced to the 
appropriate objectives. (JD) 
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National Evaluation Systems, Inc., has prepared for distribution by the 
Georgia Department of Education the set of content objectives found in 
this Study Guide. These objectives have been verified as important 
content requirements for initial certification. Not all of the listed 
objectives have had test items . written, for . them. The selected ob- 
jectives have not been identified. All objectives which appear here 
are certification requirements and a sampling of them will be tested. 

When the project to develop the. Georgia Teacher Certification Tests 
(T6T) was begun in November 1976, ah Ad Hoc Committee composed of 
Georgia educators was appointed to work with NES on each TCT. The 
function of these Ad Hoc Committees was to review all NES-generated 
materials with a goal of making the materials more reflective of 
Georgia education needs. The first step in the test development pro- 
cess was that of content domain specification. Educators identified 
all content knowledge that an applicant would need to know to function 
effectively in a Georgia school. This consent was further defined 
into content objectives, which were sent to currently practicing 
Georgia educators for verification. These educators provided actual 
ratings of the "job-rel atedness" pf the content objectives. At that 
point, it was possible to identify, from the original domain speci- 
fication, the extent of essentiality of specific content skills for 
successful performance on the job. Test items were written for the ' 
most essential objectives which spanned the content of the field. 

The purpose of providing objectives is to explicitly define the content 
required of an applicant for certification in this field. Further, 
the statement of these objectives should assist in preparing for the 
criterion-reference content knowledge test. We encourage applicants 
to study these materials, which will enhance their understanding of 
the content field and alleviate any unnecessary concerns about the 
nature of the Georgia Teacher Certification Tests. 

Along with these materials go hopes for a rewarding career in education. 

If you have questions or desire further information, 
contact: 

Performance-Based Certification 
Division of Staff Development 
1858 Twin Towers East 
Atlanta, Georgia 30334 
(404) 656-2556 



Georgia Department of Education 
Charles McDaniel, State Superintendent of Schools 
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Georgia Teacher Certification Testing Program 
Admi ni strati on and Supervi sion (Field 023 ) 

Introduction 

This Handbook was developed specifically for persons 
preparing to take the Georgia Teacher Certification Test (TCT) in 
Administration and Supervision- The committee developed the 
Study Guide to provide relevant information and background. 

Development of the Test 

The Administration and Supervision Test was developed by 
National Evaluation Systems, Inc., working with Georgia 
educators, as part of a contract with the Georgia Department of 
Education, The test development process included content domain 
specification. Georgia educators identified the content 
knowledge that an applicant would need to function effectively i 
a Georgia school. Resulting content objectives were sent to 
practicing Georgia educators for review. These educators were 
asked to rate, the "job-rel atedness" of each of the content 
objectives. Their ratings made it possible to identify, from the 
original domain specifications, the relevance of specific content 
knowledge to successful performance on the job. Test items which 
spanned the content of the field were written for those 
objectives ruted as most essential. 
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Subareas of the Test 

The seven subareas of the test are listed below. The 

acronym identifying each of the subareas throughout the Uau jbook 

as well as the approximate number of test items included on the 

test are shown in parentheses for each suba rea . 

1. Overview of Leadership in Education ( LE ) ( 1 1 to 20 items) 
2 . Organizational and Legal Structures in Education i L 5 ) 
( over 20 i terns 5 

3. Management of School Operations (MS ) ( over 20 items) 

4. Personnel Management (PM) ( over 20 items) 

5. Instructional Supervision (ISHover 20 items) 

6. Curriculum Development ( CD ) ( 1 1 to 20 items) 

7. Social Issues in School Administration (SI) 
{ over 20 i terns) 

Suggested Coursework Prerequisites 

Results of research conducted by Schnittjer* in 1983 on the 
performance of examinees from the Georgia TCT in Administration 
and Supervision indicated certain tendencies which are summarized 
below. 

_ __ . _ __ _ _ _ _ ______ ... _ # 

1. Examinees who have completed their masters degree 
work with a major in administration and/ or supervision 
as part of a planned program at a Georgia institu- 
tion have a higher pass rate. 

2. Examinees with a balance of courses in administration, 
supervision, and curriculum have a higher 
pass rate. 



* This study involved 205 TCT examinees in Administration 
and Supervision who had done graduate work at four Georgia 
i ns ti tu ti on s . 



Analyses of these results indicate that while the TCT may be 

taken at any time, the Ha^ib^oJc will be most useful for those who 

have completed their coursework at the fifth year level in 
administration and/or supervision. 

Features of the Handbook 

The H- a-P-d book has been organized according to the seven 
subareas of the Administration and Supervision Test. Included 
are references keyed to each of the test objectives for each of 
the seven test subareas. 

This Handbook contains: 

1. A listing of the content objectives for each subarea 
with specific readings from the numbered reference 
list matched to each objective, 

2. Intent notes designed to provide some elaboration as to 
the scope and aim of most of the objectives, and, 

3. A numbered listing of selected reference materials wriich 
are also cross-referenced to the appropriate objectives. 

In some cases several objectives have been referenced to 

the same readings because those readings cover several topics. 

The references given are suggested references only and are not 

necessarily an exhaustive or complete listing. 

T^ie Testing Situation 

In addition to the content objectives, the references, and 
intent notes found in subsequent sections, the examinee should be 
aware that: 

1. There are 250 multiple choice questions with four 
possible answers for each question. 

2. There are no penalities for guessing when unsure of 
an answer. 
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3. Examinees are given 3 1/2 hours of actual test time. 
However, at the end of this time ah additional hoar 
may be requested . 

4 . In order to pass the TCT one does not have to pass 
each subarea . Your total score is determined by the 
overall number of correct answers. 

Te^t -Takin-g Skills 

Examinees wanting specific help with test- taking skills 

should ask for assistance from their college/university 

counseling center and/or refer to one or more of the references 

1 i s ted bel ow: 

Flippo, R. F. T e s t w i s e n e s s . Rehoboth, MA: Twin Oaks 
Publishing, ""1983* 

Mil 1 m a n , d. b & Pauk, W. How to take tests . New York: 
MCGraw Hill, 1969. 

Pauk, W . How t o study in college {2nd ed.j. Boston 
Ho u g hton Mifflin, 1974. 

Preston, R . C . , & Botel , M. How to study . Chicago: SRA , 
1974 . 

Ray gor , A. L . , & Wark, D. M. Systems f or_ study : New York: 
McGraw Hi 1 1 , 1970. 
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Content Objectives with Ref er^nc* U umb ers 



Overview of Leadership in Education (LEi 

LE 1. Identify the bases from. which educational leadership 
authority is derived. (Ref, 2, 91, 93, 132, 154 ) 

IE 2. Demonstrate an . unders tandi ng of the factors involved 
in the formulation of educational policy, 
(Ref. 134, 135) 

LE 3. Demonstrate an understanding of the del ega ti on of 
executive function as it applies to educational 
administration. (Ref, 93, 135, 160) 

LE 4. Demonstrate an unders tanding of the derivation of 
authority held by supervisors i i education. 
(Ref. 2, 69, 119, 132, 134) 

LE 5. Demonstrate an understanding of the roles of leadership 
personnel in the organizational structure of a school 
system. (Ref. 6, 40, 69, 75, 131, 134) 

LE 6. Identify the basic functions (administrative management) 
of educational leadership. (Ref. 69, 75, 134) 

LE 7. Identify the basic tasks (operational management) of 
educational leadership. 
(Ref. 10, 67, 69, 75, 78, 93, 134) 

LE 8. Identify the basic competencies necessary for leadership 
in education. (Ref. 16, 69, 93, 134, 155) 

LE 9. Demonstrate an understanding of the factors involved in 
implementing changes. 

(Ref. 32, 40, 69, 93, 115, 119, 131, 163) 

LE 10. Demonstrate an understanding of the ethics of educational 
administration and supervision. 
(Ref. 15, 69, 91, 114, 119, 138) 

Organizational And Legal Structure. In Education (LS) 

LS 1. Demonstrate an understanding of the effects "of 1 andmark 
court decisions on the issue of students 1 rights, Equal 
Educational Opportunity , and Administrative Liability for 
School-Related Activities. (Ref. 61, 62, 93, 162) 
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LS 2. Demonstrate an understanding of the impact of Civil 

Rights legislation on the legal structure of Education, 
(Ref. 20, 119) 

LS 3. Identify the _ provisions of the Georgia Fair Dismissal 
Law which apply to education. 

(Ref. 7, 79, 93, 116, 118, 137, 146, 158, 159) 

LS 4. Demonstrate an understanding of the information contained 
in the general sources of state and federal regulations 
related to education; (Ref. 41, 42, 52, 184, 156) 

LS 5. Identify ways in which outside regulatory agencies 
:-. influence the practices of education in Georgia. 
(Ref. 12, 29, 75, 134, 137, 157, 163) 

LS 6. Demonstrate an understanding of . the general organizational 
structure, of education and legal author! ty at the state 
level in Georgia. (Ref. 38, 50, 107 , 131 , 132, 163 ) 

LS 7. Demonstrate an understanding of educational products 
(e.g., certificates) and processes (e.g., .budgeting) 
required by Georgia state regul ations. (Ref. 95, 115) 

LS 8. Demonstrate an understanding of the purposes and functions 
of Cooperative Educational Service Agencies (CESA). 
(Ref. 93, 117, 132, 151) 

LS 9. Demonstrate an understanding of the general provision of 
the Adequate Program for Education iri Georgia Act ( APEG ) • 
(Ref. 13, 119, 132) 



LS 10. identify the regul a tory functions of the Georgia State 
Department of Education. (Ref. 75, 119, 126, 143) 

LS 11. Identify the services provided by the Georgia State 
Department of Education. (Ref. 75) 

LS 12. Demonstrate an. understanding of the structure and 

governance of local school systems.. 

(Ref. 1, 17, 30, 45, 64, 75, 124, 149, 162) 



Management of School Operations (MS) 

MS 1. identify sources arid types of federal financial support 
available to public school systems. 
(Ref. 1, 17, 74, 81, 92, 111, 123, 125, 149) 

MS 2. Demonstrate an understanding of the Adequate Program for 
Education in Georgia Act (APEG) as it relates to finance. 
(Ref. 38 3 75) 



MS 3. Identify the process involved in preparing a school 
budget, ( R e f . 8 5 ) 

MS 4. Demonstrate an understanding of the benefits which* school 
systems may^. provide for their employees.. (Ref. 38) 

MS 5. Demonstrate an understanding of the internal accounting 
necessary to the fiscal management :of a school . 
/ (Ref. 13, 37, 75: 119) i 

MS 6. Demonstrate an understanding of the legal and technical 
aspects of manaqing information in a school. 
(Ref. K, 7 5 , 1 19 , 149 , 150) 

MS 7. Demonstrate an understanding of the factors involved in 
scheduling school activities- (Ref. ±4, 119, 149, 150) 

MS. 8. Demonstrate an Understanding of the factors involved in 
determining the most efficient and/ effect;! ve ways to 
utilize space in school buildingsv (Re f 14,70, 119) 

MS 9. Demonstrate an understanding of school safety regulations. 
(Ref. 14, 82, 148 ) - 

MS 10. Demonstrate an understanding of methods used^ to maintain 
school s e c u r i ty . J 
(Ref. 8, 46, 44, 47, 108, 129, 161, 168, 169'j ' . 

MS 11; Demonstrate an understanding of the procedures involved 
in the management and operation of the school plant. 
(Ref. 40, 43, 98, 108 ,' 129 , 147 , 161 , 168 , 169 ) 

MS 12. Demonstrate an understanding of the impact of a school's 
physical environment on the physical , emotional , and 
mental status of the school 1 s occupants. 
(Ref. 24, 40, 129, 4.46, f l47 , 168, 169 ) 

MS 13. Demonstrate an understanding of the factors involved in 
providing transportation services for students . 
(Ref. 40, 73, 147, l6 1 , 168, 169) 

MS 14. Demonstrate an understanding of the factors involved in 
providing food services for students. 
(Ref. 11, 40, 101, 108, 129, 147, 161, 168, 169) 



P erson n el Manageme n t ( P M ) 

PM i. Demonstrate an understanding of the organization of pupil 
personnel services. (Ref. 40, 108. 113, 168, 169) 



PM 2* Demons tra te an understand! ng . of the laws and requirements 
affecting school health services (e.g., Immunization 

requirements). _ _ __ . _ 

( Fv a r . 28, 40, 42, 97, 108, 113, 129, 147, 168, 169) 

PM 3. Dsmo'istra te an understanding of school psychological 
serv ices . 

(Ref. 40/ 88, 108, 119, 129, 139, 147, 150, 168, 169) 

PM 4. Demonstrate an urders tahdi rig of_school counseling 

sey vices (e.g., guidance counseling, career counseling, 
job pi acement) * 

(Ref. 40, 68, 83, 108, 147, 150, 168, 169) 

PM 5. Demonstrate an understanding of services that remedial 
specialists can provide to students (e.g. , speech 
therapists, reading specialists* audi to ry specialists). 
(Ref. 71) 

PM 6. Demonstrate an understanding of the services provided by a 
visiting teacher (e.g., attendance). (Ref. 21, 55, 66) 

PM 7. Demonstrate a knowledge of community health services that 
are relevant to student health needs. 
(Ref. 4, 19, 72, 165) 

PM 8* Demonstrate an understanding of the legal and practical 
considerations involved in maintaining and utilizing 
student records. (Ref. 31, 48, 1^0, 142) 

PM 9. Demonstrate an understanding of the categories of special 
needs students defined by Public Law 94-142. 
(Ref. 9, 152, 153) 

PM 10. Demonstrate an understanding of the impact of Public Law 
94-142 on programs for special needs students (including 
IEPsj. (Ref. 18, 36, 80, 89) 

PM 11. Demonstrate an understanding of the factors involved in 

the identification, evaluation, and placement of students 
with special needs. (Ref. 71, 102) 

PM 12. Demonstrate an understanding of the factors and processes 
involved in estanl ishing personnel needs, 
(^ef. 23, 26, 27, 66) 

PM 13. Demonstrate an understanding of general procedures and 
requirements for professional a nd p ro v i s i ona 1 teacher 
certification in Georgia. (Ref. 54, 56, 57) ■ 

r 'M 14. Identify the factors involved in formulating policies I 
and procedures related to the management of certificated 
personnel (Ref . 51 , 121 ) j 



PM 15. Identify procedures for recruiting certificated personnel 
(Ref. 26, 66, 164) 



PM 16. Identify the factors involved in formulating policies and 
procedures related.to the management of classified 
personnel. (Ref, 34, 53, 103, 112) 

PM 17. Identify procedures _for. re emit ing.and. class ifylhg 
classified personnel. (Ref. 26, 109, 140). 

PM 18. Demonstrate an understanding of the structures and fac- 
tions of employee organizations. (Ref. 39, 46, 58, 66}. 

PM 19. Demonstrate an understand ing of the factors involved in 
the management of auxiliary personnel (e.g.* teacher 
aides, student teachers). Ref. 22, 96, 127, 136) 

PM 20 . Demonstrate an understanding of employment guidelines and 

standards regarding the hiring and removal of paraprof es- 

sional , non-certificated, and certificated staff. 
(Ref. 3, 141, 166) 

PM 21. Demonstrate an understanding of the factors i nvol ved in 
establishing and disseminating criteria to be used in 
evaluating teachers for employment purposes. 
(Ref. 11, 59, 66, 167) 

PM 22. Identify the procedures and factors involved in evaluating 
teachers for continuing employment. (Ref. 66, 94, 103) 

PM 23. Demonstrate an understanding of the factors involved in 
the special supervision and evaluating of beginning 
teachers. (Ref. 103, 119) 



Instructional Supervision (IS) 

IS 1. Demonstrate an understanding of different approaches to 

instructional supervision. (Ref. 35 , 61, 62, 93, 132, 162) 

IS 2. Identify the bases of instructional supervision. 
(Ref. 2, 87, 144, 162 ) 

/IS 3. Identify the major tasks involved in planning and 
organizing the instructional process. (Ref. 20) 

IS 4. Demonstrate an understanding of basic teaching models. 
(Ref. 7, 79, 146, 158, 159) 

IS 5. Select the appropriate pattern of grouping students for 
a_ given instructional situation, 
(Ref. 41, 42, 52, 93, 156) 



IS 6. Demonstrate an ability to utilize various sources of 

Information .( e.g. , parent input, professional literature) 
in designing an instructional program. 
(Ref. 12, 29, 75, 134, 137, 157, 163) 



IS 7 . Specify techniques for involving professional staff in 
planning and organizing the instructional process, 
(Ref. 38 , 50, 107 r 131 , 132 , 163 ) 

IS 8. Demonstrate. an understanding of the factors 1 n vol ved in 
the acquisition and management of teach ing/learning 
resources. (Ref. 95, 115) 

IS 9. Identify the procedures involved in the management of 
innovative instructional programs. 
(Ref. 93, 117, 119, 132, 151) 



IS 10. Demonstrate an understanding of the factors and processes 
involved in evaluating plans for staff development. 
(Ref. 13, 119, 132) 

IS 11. Demonstrate an understanding of the factors and processes 
involved in evaluating the effectiveness of programs for 
staff development. (Ref. 75, 11?, 126, 143 ) 

IS 12 . Demonstrate an understanding of the responsibilities 

involved in supervising and managing the instructional 
programs. (Ref. 75 ) 

IS 13. Demonstrate an understanding of techniques for observing 

and analyzing instruction. 

(Ref. 1, 17, 30, 45, 64, 75, 124, 149, 162) 

IS 14. Demonstrate an understanding of methods of assessing 
teaching performance, 

(Ref. 1, 17, 74, 81, 92, 111, 123, 125, 149) 

IS 15. Identify techniques for presenting information for staff 
development. (Ref. 38, 75) 

IS 16. Demonstrate an understanding of techniques that groups can 
use to identify and work out common problems. (Ref. 85) 

IS 17. Identify interviewing techniques that can be used for 
staff development. (Ref. 38) 

IS 18. Identify approaches to i n service training for the profes- 
sional development of instructional staff (e.g. workshops* 
credit courses, seminars, visitation). 
(Ref. 13, 37, 75, 119) 

IS 19. Demonstrate an understanding of the approaches to 
evaluating instructional outcomes. 
(Ref. 14, 75, 119, 149, 150) 
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IS 20. Select the appropriate approach for evaluating instruc- 
tional outcomes in a given situation. 
(Ref. 14, 119, 149, 15G) 

IS 21. Compare different types. of tests in terms of their 
effectiveness in .assessing instructional outcomes. 
(Ref. 14, 70, 119) 

IS 22. Demonstrate an understanding of the factors involved in 
establishing student performance criteria. 
(Ref. 14, 82, 148) 



Curriculum Development (CD) 

CD 1. Identify the elements of curriculum development. 
(Ref. 40, 44, 108, 110, 129, 168, 169) 

CD 2. Demonstrate an understanding of the influences on 

curriculum develop me nt stemming from the functions of 
a school within a social and cultural context. 
(Ref. 40, 43, 76, 98, 108, 129, 147, 161, 168, 169) 

CD 3. Demonstrate an understanding 1 of the relationship. between 
the nature of learning and curriculum development. 
{Ref. 24, 46, 76, 129, 146, 147, 168, 169) 

CD 4 . identify leadership skills, necessary for achieving effec- 
tive curriculum devel opme 1 1 . 
(Ref. 40, 147, 161, 168, i69) 

CD 5. Demonstrate an understanding of the procedures ana func- 
tions of goal analysis and development of objectives in 
curriculum planning. 

(Ref. 11, 40, 47, 101, 108, 129, 147, 161, 168, 169) 

CD 6. Demonstrate an understanding of the criteria involved in 
the selection of curriculum activities. 
(Ref. 40, 108, 168, 169) 

CD 7. Demonstrate an understanding of the factors involved in 
organizing curriculum content. 

(Ref. 28, 40, 42, 97, 108, 129, 147, 168, 169) 

CD 8. Demonstrate an understanding of the procedures involved in 
evaluating curriculum and program develop me nt. 
(Ref. 46, 68, 83, 88, 108, 119, 129, 139, 147, 150, 168, 
169) 

CD 9. Identify the major focuses of curriculum evaluation. 
(Ref. 68, 83, 88, 108, 129, 168, 169) 




Social Issues in School Administration (SI) 



SI 1. Demonstrate an understanding of the importance of 

recognizing student rights and accomplishments, and 
methods of providing recognition. 
{Ref. 49, 65, 66, 77, 86, 106) 

SI 2. Demonstrate an understanding of the use of appropriate 
and legal student disciplinary measures. 
(Ref. 66, 100, 105) 

SI 3. Demonstrate an understanding of the purpose and functions 
of student organizations and activities (e.g., athletic 
programs, student council) and of the principal's role in 
regard to those activities. (Ref. 5 , 66 , 141) 

SI 4. Demonstrate an understanding of the factors involved in 
deailn 9 with students 1 social needs. (Ref. 5, 66* 164) 

SI 5. Demonstrate an understanding of the factors Involved in 

dealing with students 1 social problems (e.g., alcohol and 
drugs, pregnancy, venereal disease, dropping cut). 
(Ref. 5, 66) 



SI 6. Demonstrate an understanding of the elements of a school 
public relations policy. (Ref. 66, 90, 128) 

SI 7. Identify the formal and informal groups involved in 
school /commun i ty relations. (Ref. 84, 90, 128 ) 

SI 8. Specify ways in which the media and public forums can be 
used to publicize school activities and issues in the 
community. (Ref. 90, 145) 

SI 9. Demonstrate ah understanding of the factors and issues 
involved in dea 1 i n g wi th. cultural groups within the 
community. (Ref. 60, 63) 

SI 10. Identify strategies and techniques for solving problems 

related to school /communi ty relations (Ref. 66 , 103 , 120 ) 

SI 11. I d e n t i f y w ay s in which the community can participate with 
and support the public schools. (Ref. 66, 133) 

SI 12. Demonstrate an understanding of the factors involved in 
dealing with the demographic changes that affect schools 
and school /communi ty relations. (Ref. 25, 33, 99, 122) 
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I n tent No tes 

Overview 9f Leadership In Education (LE) 

LE 1. Bases of educational leadership 

a) Derivation of Constitutional authority and power of 
the board of education, superintendent, and other 
administrators 

bj Derivation of superintendent authority from the board 
of education 



LE 6. Functions (administrative management) 

a ) Planning 

b j Decision-making 

c) Controlling 

d) Staffing 

e ) Organizing 
fj Influencing 
g) Evaluating 

LE 7. Tasks of educational leadership 

a) Pupil personnel 

b } F ae i 1 i ti es 

c) Transportation 

d) Others 

LE 8. Basic leadership competencies 

a) Problem- sol vi ng skills 

b) Interpersonal communication skills 
c } Research skills 

d) Evaluation skills 

e) Structural /organizational skills to achieve systems 

goal s 

f ) Public relations skills 

g ) Planning skills 

h) Decision-making skills 

LE 9, Implementing change 

a 5 Change model s (e.g., W- Benn i s ) 
b) Resistance to change 

1 ) Rol e conf 1 i cts . 

2) Competition \ 

- . . - • \ 

LT 10. Ethics of administration and supervision ( AASA code of 
ethics ) 



.argan.izati-o.naJ- -and Lega 1 S true tu re of Educat ion (LS ) 



LS 1 . Landmark court decisions 

a) Students 1 r i ghts 

1 ) Corporal punishment;. _ B a£ e r v. Owen (1975 ) , 
Ingraham v. Wright (1977) 

2) Due process: Gbss.v, Lopez (1975) 

3) Freedom of expression: Tinker v. Des Moines 
(1969) 

4) Search and seizure: Young v. State of Georgia 
(1975) 

b) Equal educational opportunity 

1) Racial segrega ti on : Brown v. Topeka Board of 
Education (1954 ), Swan v * Charl otte-Meckl enburg 
Board of Education (1971), Milliken v. Bradley 
(1974) 

2) Financial equality: San Antonio Independent 
School District v. Rodriguez (1973) 

3) Rel i gi ou s freedom and the right to educate at 
home: Wisconsin v. Yoder (1972) 

4) Bilingual education: Lay v . Nicholas (1974) 

c) Liability: Wood v. S t ri ck ] §nd ( 1975 ) , Monel 1 v. 
Department of Social Services of the City of New Yo 
(1978), John LaFleur v. Cleveland) (1972) 

LS 2. Civil rights legislation 

a) Civil Rights Act 1964, Amended 1972: U.S. Code 
Section 

1) Title V!f — discrimination on race and sex 

2) Title IX 

b) Civil Rights Acts 1954 , 1871: 42 U.S. Code Section 
1983 

c) Civil Rights Acts 1866: 42 U.S. Code Section 1981 

LS 3. Six rules of the Fair Dismissal Act also 
known as Senate Bill 249. 

LS 5. Outside educationally oriented groups: 

a) Georgia Professional Standards Commission 

b) Georgia Professional Practices Commission 

c) Teacher Associations and In ions 

d) Accreditation associations 

1) Georg i a Acc r editing Co mm ission 

2) Southern Association of Colleges and Schools 

e) State Fire Marshall 

f) Health agencies inspectors 

g) Georgia High School Association 
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General organization - State government 

a) State board of education 

b) State superintendent 

c) State department of education 

State laws and regulations (mandatory) 

a ) Certification 

b) Budget 

c ) Subject requirements {graduation requirements) 

d) Compulsory attendance 

Specific major provisions of the APE6 Act. 

Regulatory responsibilities of the State Depart- 
ment of Education in Georgia especially as it relates to 
local school systems. 

Local school system governance 

a) Superi ntenden t 

b ) Board of education 

c) Central office 

dj Relationship to city* county, and state government 



Management Of School Operations (MS ) 

MS 2. Overview of APEG financial provisions 

a) Definition of mi 11 age 

b j Ratio of state /local support 

c) State-fixed maximum 20 mills (unless voters 
want to go higher) 

d) Funding for staff (Sections 5, 10, 20, 21) 
ej Principles of equalization 

MS 3. School budgeting processes 

a) Preparation 

b ) Adoption 

c ; ) Admi n i s tra ti on 
d) Appraisal 

AS 5. Internal accounting 

a) Central acounting system 

b) Record keeping 

c ) Accounts for which principal is responsible 

d) Periodic financial statements 

1 ) Annual 

2) Monthly 

3) Internal or external audit 



LS 6. 
LS 7. 

LS 9. 
LS 10. 

LS 12. 
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e) 
f J 



Inventory control 
Purchasing 



MS 6. Management of information 

a) Processes 

1 ) Reporting 

2 } Recording 

3 ) Storing 

4 ) Communi eating 

5) Retrieving 

6 ) Cal cul a ti ng 

MS 7 . Schediil \ ng 

a) Pevelopment 

b) Activities to be scheduled 

1) CI asses 

2) Lunch 

3) Extracurricular 

4) Others 

MS 8. Interdependence of teachi ng/ 1 ea rri i ng activities and the 
physical plant 

a) Amount of space 

b ) Space 1 ay out 

c ) Scheduling use of space 

d ) Number and types of rooms 

MS 9. Safety regulations 

a) Safety hazards 

b) Safety rules and policies 

c) Safety drills 

MS 11. Plant management and operation 

a 1 Identifying maintenance needs 

b) Managing custodial staff 

c ) Inspection of school plant 

d ) Disposal of school property, legal procedures 

MS 12. Impact of physical environment on the occupants of a 
school 

a j C rowdi ng 

b ) Ventl 1 a ti on 

c ) Li ghti ng 

d ) Traffic pat terns 

e) Colors 
fj Others 
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MS 14. Food services 

a) Legal requi rements 

b) Financing 

c ) Equi pment 



5_e csxi n n et _ Manaxj em e n t ( P M j 

PM i. Actual organizational components of pupil personnel 
services including such as: 

a) Psychol ogi cal services 

b) Health/medical services 

c) Social services (e.g., visiting teaching) 

d) Counsel ing/gu1 dance services 

e) Type of personnel in each of these categories and 
thei r place in the administrative/operational 
structure of the school 



PM 2. Heal th Services 

a) School entry 
b > Immuni zati on re qu i rements 
c ) Student medication (e.g., state law against) 

PM 3. The role and function of the school psychologist, the 
certification requ 1 rements , place in the school organi- 
zation, and actual services provided to the students. 

PM 4. Purpose and functions of guidance counseling, career 
counsel i ng , and job place men t. 



PM 6, 



J 7 — ■ - — «J w - w. ii • ^ • . v > 

Attendance laws at the state level and how these relate 
to the actual duties of a visiting teacher. 



PM 8. Student Records 

a) Rights of access 

b) Cumulative records 
cj Information system 

d J Support services needed 



PM 9. Types of Special Needs Students {11 categories) (Public 
Law 94-142) 

a) Deaf 

b) Deaf-bl ind 

cj Hard of hearing 

d) Mentallyretarded 

e J Multihandicapped 

f ) Or t hoped i cal ly impai red 

g) Other health impai red 

h) Seriously emotional ly 
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i) Specific Learning disability 
j) Speech impaired 

k) Visually handicapped : 

PM 10. The actual provisions of the 1 aw that affect { are related 
to) programs for special needs students as listed for PM 
9i in particular the provisions for Individualized Educa- 
tion Plans (IEP's) 

PM 11. Using core evaluations and psychol ogical testing for 

each of the three task s 1 1 sted 1 h the objective. What 
are the speci f 1 c steps that are to be followed in dealing 
with students with "special needs." 

PM 12. Personnel needs refers to staffing requirements, that is, 
making a determination of how many of what kind of per- < 
sons will be needed to conduct the school . Thl s is based 
on considerations of promotion, supply and demand, and 
needs assessment for man power planning. 

PM 13. Elements in Teacher Certification 

a ) Ex ami nation 

b ) Recommenda ti ons 

c ) Previous experience 

d) Renewal of certification 

1) Staff awareness of need for and basis for 

2) On-the-job assessment 

e ) State requi nements 

f) In-field certification 

PM 14. Formulation of Policy and Procedures 

a) Components 

bj Sal ary Schedules 

c ) Merit pay issues 

d j Staff utilization and assignment 

e ) Tenure 

f j Teacher workload 

g) Leave of absence 

h) Transfer 

i) Fringebenefits 

PM 19. Management of Auxiliary Personnel 

a) Student teachers (internships) 

b j Teacher aides 

c) Student aides 

6) Clerical and custodial staff 
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PM 20. implications of due process , personnel 

records, and affirmative action for each of the three 
group;; of employees mentioned in terms of botJh hi ri ng 
and firing ( or "re mo val I " ) . Rel ate to recrui tment 
policies and procedures, interviewing guidelines, specie! 
"Staff. recru i tment {e.g., speeial educationischool 
njurse ) , evaluation procedures, dismissal procedures and 
grounds for dismissal; jotrdassifi cat ions, grievance 
procedures, etc. > 

PM 21. Pol i cy devel opmen t procedures {job related/ 

specific) related to hiring of teachers and how the staff 
members involved in recrui tment and hiring activities 
should be kept informed and up to date regarding these 
pol i ci es „ 

PM 22. Procedures 

a) Done on regular basis 

b ] Record keeping 

c ) Feedback given to staff 

d) Documentation of pbor staff performance 

PM 23 . Procedures that need to be followed and the require- 
ments .that must be met before a new teacher can be 
certified. Includes procedures related to on the : 
job assessment, use of the TP AI , and the Teacher 
Certification Test (TCT). All these considerations 
are specific to Georgia. 



Instructional Supervision (IS) 

IS 1. Approaches to instructional supervision 

a) Administrative supervision 

b ) Supervision by specialists 
c ; ) Scientific supervision 

d) Democratic/human relations supervision 

e ) Supportive supervision 
fj Clinical supervision 

g) Human resources supervision 

IS 2. Bases/rationale 

a) Improvement of instruction 

b) Movement to supplement pre-serv ice training 

c) Response to devel opmen t of modern/ improved techniques 

d ) Response to changing, role of teacher 

e) Coordination within areas of specialization 



Tasks 

a) Asse$s needs for programs 

b) Develop curriculum 

c ) Assign^ staff 

d) Organize and as si gn _ fad! 1 ties 

e) Arrange for In-service education 

f) Alternative approaches 

Teachi ng model s 

a) Inductive teaching 

b) Inquiry training 

c ) Concept attainment 

d) De vel opmen tal 

e ) Non-d1 recti ve teaching 

f ) Classroom meeting 

g) Operant conditioning 

Patterns for grouping for Instruction 

a) Mul ti-age groupi ng 

b ) Ab 11 i ty groupi ng 

c ) Open classroom 

d) Piaget's developmental stages 

e) Individualized Inst ruction 

Designing the instructional program 

a) Parent Input 

b) Teacher input 

c ) Principal input 

d) Student Input 

e) Use of professional literature 

f ) Alternatives for consistently} falling student 

Interaction with professional staff, Including principal 
and supervisor 

a) Teacher design of cl assroom learning environment fc 

b) Teacher Instructional problem- sol vi ng skills 

c) Teacher evaluation of classroom instructional climate 

Acquisition arid management of teaching/learning resources 

a} Priorities for distribution of teaching materials 

b) Justification for unusual requests for materials 

c) Audiovisual equipment^ film library 

d) Teacher access to materials 

e ) Resource centers 



Responsibility for supervision and management of the 
instructional program 

a ) Staf f i ng 
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b j Accounting 

c) Financing 

d } teacher assign me nt 

e) Space 

fj Resources 

IS 13. Observing and analyzing instruction 

a ) Sel f-analysis 

b ) Reciprocal visitation 

c ) Surveys. and studies 

d ) Clinical analysis 

e ) Verbal interaction analysis 

fj Nonverbal interact ion analysis 

g ) Instruments for observation 

1) Rating scale 

2) Checklist , 

3 ) Free response instruments 

h) Instruments foranalysls 

1 ) Data reduc ti on 

2) Graph ic analysis 

i ) Research 

1) Needs assessment techniques j 

2) Research tech n i q\^es 

IS 14. Assessment of teacher performance 

a) Identify teacher's goals and objectives 

b) Observe teacher ' s program implementation of stated' 
goal s and objectives ' V 

c) Evaluate teachers 

d) Critique and feedb^cf 

e J Recognition ofstaffaccomplishments 

,f) Teachers evaluation of school operations- 



IS 16. Group probl em identification 

a) Analyzing and calculating^ 

b) B rai nstroml ng --'^ ; 
c ) Rol e pi ay 1 ng ^ C 

rl \ R ii 7 7 



d) Buzz session 
e 5 Discussing ^ 

IS 18. Types of in-service training 

a) Workshops 

b) Credit courses 
c ) S em i n a r s 

d) Vi si tati on 

IS 19. Approaches to evaluation 

a) Summative 

b) Formati ve 



J 
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IS 20, Evaluation of Instructional outcomes 



aj Observing students in classroom 

b) Testing 

c) Test instruments 

1 J Non- referenced 
2} Criterion-referenced 
Emphasis is on how and why to use each of these method 

Curriculum Development (CD) 

CD 1. Elements of curriculum development 

a) Diagnosis of needs _ : 

b) Formulation of objectives 

c) Selection of content 

dj Or ga n i za t i orT of content 

e) Selection of learn in g e xperiences 

f) Organ f at ion of learning experiences 

g) Program evaluation > 

V D 2. Functions of the schools 

a) Transmit cultural heritage 
b j Devel opment of the individual 

c) Role of society 

1 ) Impact of science and technology 
2} Role of education in society 

d) Impae t of cul ture 

1 ) Cul tu re as a ebncep tu al tool 

2 ) Personal ity 

3 ) Character 

4) Values 

ID 3. The nature of the learner 

a) Influence on curriculum 
b j In tei 1 i gence and mental devel opment 

1 ) Concept of intelligence 

2) Limitations ofintelli gence testing 

e ) Transfer of learning 
d ) The extension of learning 

1) Direct versus indirect learning * 

2) Effect of social setting 

3 ) Group relations in the classroom 

4. Leadership skills for curriculum development 

aj Strategies for continual curriculum development and 
ref i nemen t 

b ) Adap tab i 1 i ty sk i 1 1 s to recognize alternatives for 
program implementation 



c) Coordination skills for curriculum Implementation 

d) Data analysis skills for curriculum decision-making 



CD 5. Procedures of goal analysis 

a) Function of educational goalsandobjectlves 

b) Formulation of goalsandobjectlves 

c) Classification of goals and objectives 

d ) Types of cu rr 1 cul ar objectl ves 
i J Program 1 e vel 

' 2 ) Class room 1 e vel 

e) Selection of goals and objectives 

CD 6. Selection of curriculum activities 

a) Content val i d"f ty 

b J- Consl s tency 

c) Breadth of experiences 

d ) Range of objectl ves / 

e) Adaptability to student expediences .-/ 

f ) Appropriateness to student peeds / 

CD 7. Organization of curriculum content S~ ! \ 

a ) Sequence / 

b) Cumul ati ve 1 earni ng i 

c) Integration 

d) Unification 

e) Focus 

f ) Vari ety 

g) Teach 1 ng- 1 earn 1 ng unit 
CD 9, Focuses of evaluation 



a ) Improvement of instruction 

b) Course/curriculum modlfi cation 

c) Student diagnosis 

d ) Program evaluation 

e) Process evaluation 
f } Product evaluation 



Social Issues In School Administrati o-n — j S VI 

SI I. Student recognition 

a) Commendation of student accomplishments 

b ) Student rights and responsibilities 

cj Informal student-principal Interaction 

SI 2 . j Student discipline 

a) Legal parameters 

b) Severe adjustment problems 
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c) Discussing student failures with teachers 
tf) Counsel 1 ng parents on student problems 

e) Student attendance 

fj Managing discipline policy 

g) Preventing disruptive behavior 

h) Controlling disruptive behavior 

Student organizations and activities 

a) Types of organizations and activities 

b) Intraschol astic athletic programs 
e) In terse hoi astic athleticpro grams 

d) Principal participation and attendance 

e) Student counci 1 

Student social needs 

a) Social participation 

b ) Extracurricular activities 

c) Student ac t1 v1 sm 

d) Self- government 

e) Honor system 

f) Student monitors 

Social problems 

a) Venereal disease 

b) Pregnancy 

c ) Alcohol 

d) Drugs 

e ) Dropouts 

f) Smoking 

g) ether 

Elements of public relations policy 

a) Publ ic i nvol vement in establishing system educational 
phi 1 osophy _ ' 

b) Public i nvol vement in defining educational objectives 

c) Providing information to public on administrative 
organization of school 

d) Coordination of public relations within the system 

e) Periodic evaluation of public relations program 

Agents of school /eo mm unity relations 

a ) .Students 

b ) School personnel 

c) Citizens' committees 

d ) Parent organizations 
1 ) P.T.A. 

2} P. T.S. A. (Parent-Teacher-Student Association) 

3) Band booster clubs 

4) Athletic booster clubs 



e) Adult education programs 

f ) Ad vi so ry conci 1 s 

SI id. Problem solving 

a } Belligerent parents or groups 

b) Policy and procedures for removal of student from 
school 

c) Consulting central office when legal problems arise 
SI 11. Community participation and support 

a) Expectations from community 

b } Informing co mm unity about school - 

c ) Local community agencies ^ 

d) Community-based resources for instruction 
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fi e ferences wi -tjj— R-e la t e d Object i ves 



1. Aches on, K . A., & Gall, M . D . Techniques in the clinical 
supervision of teachers: Preservice & Inservice applica- 
ti ons . New York: Longman , 1980" (Obj. LS 12, MS 1, 

IS 13, 14), 

2. Alfonso, R . J., Firth, G , R. , & Neville, A. F. Instructional 
supervision:^ A behavior system (2nd ed . ) . Bos toT: A 1 1 1 y n 
and Bacon, 1981. (Obj. LE 1, 4; IS 2) 

3. American Association of School Administrators. Profiles of 
the Administrative Team . Washington, D . C . : The Associa- 
tion, 1971. (Obj PM 20 ) 

4. Anderson, C . L . , & Cresswell, W. H . Scho o 1 h e^aJ-tii _ p r^ctic e . 
St. Louis: Mosby Go., 1980. (Obj. PM~T1 

5. Anderson, L. W. , & Van Dyke, L . A. 5 e can ia^y 5 c to gl 
Administration . _ Bos ton: Houghton Mifflin Company. 
(Obj. S 13, 4, 5) 

6. Awertder , M. A.. The principal's leadership role: Perceptions 
of teachers, principals, and superintendents. Education, 
1978, 99, 17^-179. (Obj. LE 5) ; ' 

7. Bailey, G. u. Improving classroom instruction: Is there a 
better model? NASSP Bulletin, 1978, 62, 414. (Obj. LS 3, 

IS 4) _ —> 

8. B ana thy, B. H . , & Lange , D . L. A design for fo reign language 
H curricul um. Lexington, Ma s s ac hu se ttes : D.C. H'eath and Co., 

( vrrr. wsy. m id) 

9. Barbacovi, D., & Clelland, R. Public Law 94-142, 
Sfieci^ai Education in -Tr art s i t i o n . American Association of 
School Administrators, 1977. TObj. PM 9) 

10. Beeeher, R. S. Staff evaluation: The essential administra- 
tive task. Phi Delta K a p p a n , 1979, 60 ; 515-517. (Obj. 

LE 7} 

1 1 • Benjamin, P . W. Cooperative development of planning and 

evaluation skills. Educational be adershi p , 19 78, 35 (5 ), 
401-403). (Obj. MS 14, CD 5] — 

12. Bennett, R. V., & Zaret, E. S. Using conceptual frame- 
works to improve instruction. Edu cational Forum , 1975, 
X_L(1), 33-47. (Obj. LS 5, IS 6 T~ 
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i 3 . B i shop „ L . J . Staff devel opmeri t arid Instructional 1 mp rove - 
men t > Boston: Al lyn and B^con, 1976. (Obj; LS 9. MS 5. 
T5~T0, 18) 

14. Bloom, B. S . , Hastings* J. t . » 5 Madus , G. F. H andbook on 
formative and summati ve evaluation of student Teaming . 
New York: McGraw-Hill , 1971. (Obj . MS 6, 7, 8, 9; IS 19, 
20, 21, 22) 

15. Blumberg, A. Supervi sors and teachers: A private cold war . 
Berkel ey , ( Cal i f crnl a : McCutcheon, 1974. {Obj. LE 10) 

16. Boies* H. W . , S Davenport, J . A. I n troducti on to educa- 
tion a 1 1 eadership . New York: Harper and Row, 1975. 
(Obj . LE 8) 

17. Boyan , N . J . , & Cope! and , W . D . I ns true ti ona 1 supervl s1 on 
tra j ni ng -program . Columbus, Ohio"* Charles E . Merrl 1 1 , 
1978. (Obj, LS 12, MS 1, IS 13, 14) 

18. Boyer, E. L . , "Public Law 94-142: A Promising Start?"; 
Educ a t i o nal Leadersh i p , 1979, 298-301. (Obj. PM 10) 

19. Bruess, C. E . , & Gay, J. E. Implementing comprehensive 
school heal th. New York: MacMi 1 1 an , 19/8. (Obj. PM 7) 

20. Burch , B-, & Danley, E. , Sr . The Instructional leadership 
role of central office supervisors. Educational Leadership, 
1980, 3_7J80J, 636-637 . (Obj. LS 2; ITT) 

21. Bush, R . M . , The, teacher pupi I rel a t i o n s h i p . New York: 
Prentice H a 1 T~ 1954. fUbj . PM 6 ) ' 

22. Callahan, C. Teacher aides: Selection and training. 
Clearing House , 1978 , 52_, 129-132 . (Obj. PM 19) 

23. Campbell, R. F. , Brides, E. M. , 8 Ny strand , R. 0. Introduc- 
tion to educational administration (5th ed.). Boston: 

Al lyn and Bacon, 1977 . (Obj. PM 12 ) 

24. C a p i e , W . (Ed.) Ref 1 ec ti oris in science education AETS . 
Columbus, Ohio: ERIC Center for Science, Mathematics* 
and Environmental Education,, 1975 , 46-79 . 

(Obj. MS 12; CD 3) 

25. Castaldi, B. C reative planning of educational facilities . 
Chicago: Rand McNa^iy and Company 19/9. (Obj. SI 12) 

26. C as tetter, W. B. lie -p exsx> n ne 1-l-u nci i qxx— i n- e cUica t 1 o a a 1 
a dim" n i s tra t i on . New York : Maemi 1 1 1 an., 1981 \ 

(Obj. PM 12, 15, 17) ■ 1 
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27. Chandler, B. J. &_ Petty, P. V. P e r^aae! ma gage m ent in 
sch oo 1 administration . New York: World Book, 1955. 
fob! . PM 12 ) 

28. Chapman , L. Planning the. art program. In Laura H. Chapman, 
( E d • ) » Approaches to art in education . New York: Harcour^ 
Brace* Jovanovich, 1978" Obj. PM 2; CD 7) 

29. Cochran, L . H . , and others. Advisory committees in action. 
Boston: Allyn and Bacon, 198IT (Obj. LS 5; IS 6) 

30. Cogan , M . Clin i ca 1 superv i s i o n . Boston: Houghton Mifflin. 
1972 . (Obj . LS 12, IS 13 J 

31. Conners, E. T. Student di scipl ine and the lem . 

Bl oomington , Indiana: Km Delta Kappa Lducational 
Foundation, 1979. (Obj. PM 8 ) 

32. Cooper, B S. , Dreyf uss, G. 0., & Boekhof f , H. R. Incentives 
that work: An administrative innovation in the Dade County 
Schools. Phi De lta Kapp an , 1980, 6_1_, 523-524. (Obj. LE 9) 

33. Conant, J. B. The comprehensive high school. New York: 
McGraw-Hill, 19FH rSbj. SI \Z); 

34. DeRoche , & Kaiser, Ejcmnleis -Qoida to administering school 
: , service s. New York": Parker Pub 1 1 $hi ng, 1980, Chap. 7, 8, 

9^ TObJ. PM 16) 

35. Diamond, S. C. Toward effective supervision of classroom 
instruction. NASSP Bulletin , 1978 , 6_2, <r 9 - 9 / . (Obj. IS 1) 

36. Dickerson, G . , & Davis, D . Implications of P.L. 94-142 for 
devel opmental early childhood teacher education programs. 
Young Chi 1 dren , January 1979 , 28-31 . (Obj. PM 10} 

37. Dieter, L . , & Grouser, J. A f acul ty-i ni ti ated i nser vice 
program. NASSP Bull etin, 1977 , 61 (405 } , 111-112. 

: (0bj. MS 5; IS 18) — 

38. Dillon-Peterson, B.. '(Ed. ) . Staff development/organization 
devel opment . Alexandria, VAl Associ ation for Supervision 
and Curriculum Development, 1981. (Obj. LS 6; MS 2, 4: 

IS 7 , 15, 17} 

39. Doherty , R . E. Teachers , school boards, and colle ctive 
bargaining . Cayuga Press, 1968. (Obj . PM 18 ) 

v 

40. Doll, R. C. Cur^tcu-lum improvement: Decision mak ing and 
- process (4th e~371 Boston: Allyn and Bacon, 19/8. 

(Obj. LE 5, 9; MS 10-14; PM 1-4; CD 1-8) 
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4l # Dunn , R. a Dunn - 9 k. teaching students through their 

individual 1 earn i n g sty 1 es : A practical approach . Reston , 
VPT: Reston Pub., iS/fl. (Obj . L$ 4* IS 5) 

42. Eastland, J. Working with the language-deficient child. 
Mu-s-i-c Education Journal , 1980, 67(3)* 56-63. 

(Obj. LS 4; PM 2; IS 5; .CD 7) 

43. Eible, C. V., & Zavarella* J. A. Curriculum development: 
A model for action. NASSP Bui letin , 1979, 63(425) , 85-90. 
(Obj. MS 11; CD 2) 

44. Eisner, E. Educating artistic vision . New York: 
Macmil lan, lT/Yl (Obj. MS 10; CD 1) 

45. Ellis, E . C . , Smith, J. T. , & Abbott, W. H • , Jr. Peer 
observation: A means for supervisory acceptance. 
Educational Leadership, 1979, 36(6), 423-425. 

(Obj. LS 12; IS 13) — 

46. Engel , H. £-dur-atiaxi -aid Collective Bargaining. McCutchan 
Press, 19761 (Obj. PM 18) z 

47. Fel droand , E . Becommi ng human throug h art . Engl ewood 
Cliffs, N.J.: Prentice-Hall, 1970. (Obj. MS IB; CD 5) 

48. Flygare , T. J . The leg a 1 r i ghts xl£ .s in Aeiit s . Bl oomi ngton , 
Indiana: Phi Delta Kappa Education Foundation, 1975. 

(Ubj . PM 8 ) 

49. Fambrough, Chaney, "Student rights and responsibilities in 
the 80s," NASSP Bulletin, January 1981, 103-105. 

(Obj. SI 11 

50. Freeman , G . , Palmer, R. C . , & Ferreri, A. S . Team building 
for supervisory support. Educational Leadership, 1980, 37, 
356-357. (Obj. LS 6; IS 71 

51. Frey, S. H., & Getschman, K. R. School Administration . 
New York: Thomas Y . Crowell Company, 1968. (Obj. PM l4j 

52. Gagne , R. M . , & Briggs, L. J. P^i nci p4 es af i ns^ructi onal * t 
desi gn (2nd. ed . ) . New York: H. H. Rinehart & Winston, 

1979. (Obj . LS 4; JS 5 J 

.53. Georgia Board of Education and State Superintendent of ' 
School s , _ Po1 icies and executive procedures , adopted June 

1980. (Obj. PM 16 ) ' 

54. Georgia Department of Education." C erti fi cat 1 on renewal 
through staff develop me nt . Atlantal Author, 1976. 
(Obj. PM 13) 
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55. Georgia Department., of ..Education; Georg ia scho o 1 1 aws , 
Atlanta: 1972 , 257-273 . (Obj. P\A~T) 

56. Georgia Department of Education- Teacher certification in 
Georgi a , Atlanta: Author, 1981. (Obj . PH 13) 

57. Georgia -liejpa rtmeri t of Education. Teacher certification irt 

Georgia : r eqli i r emehtg and regulations for the certification 

o f te achers and scho ol p ersonn eT~. Atlanta: Author 

T971T (Obj. PM 13) 

5 8 . Georgia educ at i o na l policy reference manual for local school 
districts ." ~A xTJ n ta : Georgia Department of Education, 1979 . 
(Obj : PM 18) 

59. Giesselmann, W . P., Jr. A legal guide for development arid 
adminis tration of staff personnel policies. Atl an ta: 
Southern Region Sch ooT Boards Research and Training Center, 
1977. (Obj. PM 21) 

60. G 1 a z e r , N • , S May ni han , D . P. Beyond the meltingplot 
the Ne gros , Puerto Ricans, J ews t I tal i ans , and Irish of 

New York C i ty . Cambridge, Massachusetts: The M. I .T. Tress , 
1970. (Obj. SI 9) 

61. Glickman, C. 0. The develop mental approach to supervision. 
Education al Leadership , 1980, 18.(2 ), ' 173-180. 

(Obj. hS 1; 1S~T1 

62. Glickman, C . D . Devel opmental s u-fx^r vi'S-ix>J^- -A 1 tgrji a t i v e 
approaches to h elping teachers improve i nst rue tioa .~ 

Al exand r 3 a , ~7A : Associ a t i on for Supervision and Cu r r i c u - 
lum Development, 1981. (Obj. LS 1; IS 1) 

53. Goldhamer, K . , & Suttl e , J. E - Issues & problems in 

contemporary ed ucati o n a 1 administration. Eugene, CTFe gon : 

Center for Advanced "Study of Educational Administration, 
1967. (Obj. SI 9) ' 

.? - ' \ 

64. Go! dhammer , R~. , -Anderson : R . & Krajewski, R. J. CI i h i c a 1 
supervision i 2 n d ed.) v Ne<w York: Holt, R i n e h a r t * and 
Winston, 1980>. (Obj ;:".t$ 12; IS 13) 

65. Good, T . L . , & 3 rophy . J . E E ducat io-nal psychol ogy a 
re alistic a pproach. Atlanta: Holt, Rinehart and Winston, 
197 7 , 316-3T7T fObj. SI 1) 

66. Gorton, R. A. School Adroi ni strati on . Dubuque, Iowa: 
Wm. C. Brown Co., 19 76; _ " ; 

(Obj. PM 6, 12, 15, 18, 21, 22; SI 1-6, 10 11) 

67. Gray ,' : F , , & Burns, M . L . Does - "management by objectives" 
work in education? Edu cational Leadership , 1979 , 36 , 
414-417. (Obj /LE IT 
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68. Green, R . Theethics of curriculum evaluation. Educational 
Leadership, 1978, 3M4) , 284-287. (Obj. PM 4, CB 8, 9) 

69. Grimsely, E. E., & Bruce, R. E. R^aj4ags- in ^Utsipux:- 
tional ^supervision . Washington, Wl G71 Association for 
Supervision and Curriculum Development, 1982a 

(Gb j • LE 4-10) 

7Q. Groriland, N. E. Measu rernen t_ aiLd_evaJjtat tan In te a ching 

(4th ed.). New YoTTcl Macmillan, 1981a (0bj. MS 8; IS 21) 

71. Gwinnett County Public School s, Special edu cation handbook- 
Lawrencevi 1 1 e , GA; Author, August 1981. (Obd. PM b, 111 

72. Haag, J. H. School health program . Philadelphia: 
Lea and Febi ger , ^T972 . fDDj . PM / ) 

73. Harbeck , M.^B. A sourcebook for sci ence educators ., 
Washington - 9 D. C~ National Science Teachers Association, 
1967 . (Obj . MS 13) 

74. Harris, B. M. , and others. P er sonnel administration in 
education . Boston: Allyn aTui Bacon , 1 9 / 9 . 

(Obj. MS 1; IS 14) 

75. Harris, B. M. Su pervisory behavior in education (2nd ed . ) . 
Englewood Cliffs, N. J.: Prentice-Hall, 1980. (Obj. LE 5-7, 
LS 5 f 10-12; MS 2, 5, 6; IS 6, 11-13, 15, 18, 19) 

76. Hass, G. Curriculum planning . Boston: Allyn and Bacon, 
1980. (Obj. CD 2, 3) 

77. Henson, K. Emerging student rights. Journal of 
Teacher E ducation, t July-August, 19 73, 33-34 . T0"b j . SI 1) 

78. Herman , J . J • How and why a school district implemented 
MBO. NASSP Bulletin , 1978, 62^ 82-88. {Obj. LE 7) 

79. Hilgard, R. E. (Ed.). Theories o r learning grid instruction: 
The sixty-third yearbook of the National Society for the ~ 
Study of Education, Part I, C hi caqo : University of Chicago 
Press, 1964. (Obj. LS 3; IS 4) 

• 80. Humes, C . W. Implications of PL 94-142*' for training 

and supervision. Counselor Education and Supervision , 
December 1978, 126-129. (Obj. PM 10) 

81. Hyman, R. T. School administrator's handbook on teacher 
sup e rv-isi-an -an devaluation methods . Engl ewood Cl i f f s , 

N . d . : Prentice-Hal 1 , 1975. USbJ . MS 1; IS 14) 

82. Jaeger, B . M., & Tittle, C. K. Hi n-imuoi competency 
achievement testing. Berkeley, Ca J i to rnT a : 198 u . 
(Obj. MS 9; IS 22) 
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B 3 . Jarvis* G . . A • -> S Adman s, S . J J E valxia tij u g— a- second lan cjiuag e 
program , _ Arlington, VA: Center for Applied Linguistics, 
1979: (Obj. PM 4; GD 8, 9) 

84. Jessi J. Developing positive parent and community 
involvement in the. schooling. pro cess- The Hig h School 
Journal , 1981, 64 ( 7 ), 284-291 . (Obj. SI~Ti 

&5 . Johnson y D . W. , & Johnson , F . P . Joining together: Group 
th eory and group skills . Engl e wood el if f s; N • d . : 
Prentice-Hal i , 1975. TObj. MS 3; IS 16) 

86. Jones, R. E ~ , The edu cational forum, Spring 1982, 
Kappa Delta Pi~ 3T7-365. (Obj. SI 1 ) 

87. Jorgensen , E. R. Selected indexes of the academic and 
professional preparation of music supervisors in Canada. 
Journal of Research in Music Education, 1980, 28(2), 
92-102. (Obj. IS 2) " — 

88. Kaufma.n, R., & Thomas S. Evaluation wit h out fear . 
New York: New Viewpoints, 1980. (Obj . FM 3; CD 8, 9) 

89. Kendall, W. 3 . Public Law 94-142 : Implications for 
the classroom teacher. Peaboby Journal of Education, 
April 1978 , £26-230. (Bbj. PM 10 ? 

90. Kindred, h. W-, Bagin, D . , & Gallagher, D . R. 

T-he school a n d commun i ty relations. Eng^wood Cliffs, 
New Jersey: Prenti ce-Hal 1 , 1976 . (Obj. sf 6-8) 

91. KiiTibrough, R . B * , § Nunnery, M . Y . Ed ucational a dmi ni stra- 
ti o n . New York: Macmillan, 1976. (Obj . tE ± , 18 ) 

92. King, R. A. Reliable rati ng sheets: A key to effective 
teacher evaluation. NA SSP Bull^ ti n , 1978, 62(422), 21-16. 
(Obj. MS 1; IS 14) : — 

93. Knezevich, S. J. Administration of public education (3rd 
ed . ) . New York: Harper and Row~ 19/5 . - 
Obj. LE 1, 3, 7-9; LS 1, 3, 8; IS 1, 5, 9) 

94. Knezevich, S. J. Management strategies. In H . J . Wal berg 
(Ed.), I mpro v i p-g_ educ^t i a n at- -standards a nd producti vi ty . 

\ Berkeley, CA: McCutchaTnl IW2. (Obj . PM 22 ) 

95. Kosornoski , G; J., & Vockel 1 , E. L . The learning center; 
Stimulus to cognitive and affective growth. The El emen tar y 
School Journal , 19 78", 79 ( 1 ) , 47-54. (Obj. LS 7;. 1$ 8) 
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96. Kraft* D. W. New approaches to the substitute teacher 
problem. NASSP Bul letin, 1980; 64(437 ) , 7:9-86. 

(Obj; PM iTi 

97. Lafayette, R. Copying with " i nnovati ve over choice:" A 
currlcul urn model . Fstei gh_- Language Annals , 1978 B ii ; 
247-255. (Gbj. PM 2; T) 



98, 



Lafayette. R. Toward an articulated curriculum. In W. C. 
Born (Ed , j^ hjortheast Conference Reports. Montpelier, VT: 
Northeasts conference on the teaching of Foreign Languages, 
1980. (Qtif* MS 11; CD 2) 

100 . La Morte s M. $T Scho ol 1 aw- cases s n d concepts. New Jersey: 
Prentice Hail, 19B2,' 1-30. (Obj. SI 12) 

101. La Morte, M. W. , Gentry, H, W. , & Young, Q. P« St udents ' 
legal rights and responsibilities . Cincinnati, Ohio: 

W. H. Anderson Company, 1971., (1Tb j . SI 2) 

101. Larkir., M. M. Money vs. sense. The Clearing House , 1978, 
£2, 87-93. (Obj. MS 14; CD 5) 

102. Lerner, J. L earning disabilities (3rd ed.j. Boston: 
Houghton M 1 ft i in Co, , 198H UJbJ. PM II) 

103. Marks, J,. R. , Stoops $ E . , & K1 ng-S toops, J, Handbook of 
educati onal supervi si on {2nd ed.). Boston: Al 1 yn an3 
Bacon, 19/8. (Obj. PM 16, 22, 23; SI 10) 

104. Martin J . , and others. Within class relationships between 
students achievement and teaeher behaviors. AERJ , 1980. 
(Obj. LS 4) < - 

105. Madsen, C . H • , & Madsen, C. K. . jusi-ch 3 n g/d i s c 1-pJ-in^ . 
Boston : / Al lyn and Bacon, 1970, (Obj. SI 2") 

106. Magsino, R. Freedom and rights in schools, E ducati onal 
Theor y, Summer 1979, 171-185. (Obj. SI J) 

107. McKenzle , J. F. , & Beyrer, M. K. Checkpoints for developing 
an in-ftcuse curriculum. Health Education , Nov. -Dec. 1979, 

' 14-16>. (Obj. LS 6; IS 7) 

108. McNeil, J. D. Curriculum: A comprehensive introduction . 
Boston: Little, Brown 5 Co., 1981. (Obj. MS 10, 11, 
14; PM 1-4; CD 1, 2, 5-9) 

109. Mee, J . F. gjjj^njjg 1 -H airdbooic . New York: The Ronald 
Press Company, 1951 . (Qbj. PM 17) 

110. Michael is, J. U. , Grossman, R. H. , & Scott, L. F. New 
designs for elementary curriculum and instruction (TnS ed.) . 
New York: McGraw-H1l 1 , 1975. (Obj. CD 1) 
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111. Mi 11 man , S, (El.). . Handbook for teacher evaluation. 
Beverly Hills, California: Sage, 1981. [Ob j . MS F; IS 14) 

112. Mi sner , P. IK, Schneider, F . W. , & Keith, L. S;, El ementary 
school administrati on. Columbus, Ohio: Charles Merri 1 1 , 
TJWT. (Obj. PM 16) 

113. Monsour , S.-...S Nelson, M . t. (Eds.) Music in ope n 
education: Classroom music enrichment series . New York: 
The Center for Applied Research in Education, 1974. 
' j . PM 1, 2) 
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114. Morgan, S. R. Shared governance: A concept for public 
schools; NASSP Bulletin, 1980, 64, 29-33. {Obj . LE 10) 



115. Neagley, R. L; , & Evans, N . D. Handbook' for effective 

s u p exivJ si on (3rd , -exti . Engl ewood CI 1 r f s, ft. J . : Prentice- 
Hall, 1980. (Obj. LE 9; LS 7; IS 8) 



116. Nelson, L . N . Thj* xu ituv^ — of t eachi ng: A col 1 ecti on of 
readings. Wal tham, Mass.: Blaisdell Publishing Co., 1969. 
(Obj. LS 3) 

117. Ni edermeyer , F. C. A basis for Improved instructional 
leadership. _ The El ementary School J ournal , 1977, 77 9 
248-254. (Obj. LS 8; IS 9) " — 

118. Nu thai 1 , G . , & Nook, 1. Contemporary models of teaching. 
In R . M.W. J ravers ( Ed . ) , Second handbook for research 
on teaching . Chicago: Rand McNa'l ly & Co . , 1973. 

(Obj. LS 3) 

119. Oliva, P. F. Supervision for tod ay ' s schools . New York: 
Harper & Row, 19/b. (Obj . LE 4; LS 2, 9, 10; MS 5-8; 

PM 3, 23; IS 9-11, 18-21; CD' 8) 

120 . Otto, H . J . , St Sanders , D , C . E 1 ementary school organiza- 
tion a^nd administration (4th ed.TT New York: Appleton- 
Century-Crtff ts , 1964. (Obj . SI 10 ) 

121. Pierce, T; M. Federal, state and local government i n 
E ducati on . Washington, D; "C . : The Center for Applied 
Research in Education, Inc., 1964. (Obj. PM 14) 

122. Popenoe , D . S oc i ol ogy . New York: Prentice-Hall, 
1980. (Obj . $1 12) 

123. Popham, W. J . E d_u cational evaluation . Engl ewood Cliffs, 
N. J.: Prentice-Hall , .1975 . ("Obj. MS i, IS 14) 

124. Ramsey, D. Pi age t and music: A complementary relationship 
for music teachers. Indiana, PA: Pennsylvania Music 
Educators Association Bulletin of Research in Music 
Education , 1978, 9(1), 12-21 > (Obj. LS 12; m lS 13) 
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125. Reynolds, J. C. Action i n teacher edue^Maa (Vol; 2) 
Was hi ngtdn , B . C- :_ Association of Teacher' Educators , 
Wintf rj( l)80 9 35-38. ( G b a . MS 1; IS l4'}i / 

126. Rbssi^P. H., Freeman, H. Fi^Sj Wright, S* R- E-^aUjaatixio: 
A system atic approach. Beverly Hills, oa 1 i f orn i a : UTage, 
T579. (LS 10; IS 11)' 

127. Rutherford, A. P, Orientation: A cooperative effort to 
enhance student teaching. Clearing Hou se, 1980, 54, 36-37. 
(Obj. PM 19) , ~ ~ 

128. Saxe , R. W. School -community i riterac ti on . Berkeley, 
California: McCutchan Pu b I i s-hi ng Corporation, 1975. 
(Obj. SI 6, 7) - 

129. Saylor, J. G . , Alexander, W. M. , & Lewis, A. J. Curricul um 
pl^iwing for better teaching and learning . New York : Hoi t , 
Rinehart & Winston, 1981. (Obj. MS 10-12; 14; PM'2, 3; 

CD1-3, 5, 7-9). ; 

« 

130. Schimmel , D . , & Fisher, L. The rights of parents . 
Columbia; Ma ry 1 and: The National Committee for Citizens 
in Education, 1978. (Obj. PM 8) 



131. Schmuck, R. A., & Miles, M. B . 0 r^g^n tz at 4 an a 1— de g^j-Q^ en t « 
LaJol la, California: University Assoc i autes , Inc . , 197" "~ 
. LE 5, 9; LS 6, IS 7) - 



132. Sergiovanni , T. J . , & Star rat , R . J . Su p e*^ j s i b n : Human 
perspectives (2nd ed . ) . Jew. York; McGraw-Hi 1 1 19 79. 
(Obj. LE 1, 4; LS 6, 8, 9; IS 1, 7, 9,, 10) 

133. Sergiovanni, T.S Elliott, D. Education and Orgarij za t i 6 rial 
leadership in el ementary sc hool ~ Engl ewood Cliffs, N . J • : 
Prentice-Hal 1 , Inc . , 19 7 5 . TObJ. SI 11) 

134. Sergiovanni , T. J . ,- • and others >__ E due at ion a] gbveranceand 
admi ni strati on . Engl ewood Cliffs^ N . J . : Prlnti ce-HSl 1 , 
1980. (Obj. LE 2, 4-8; LS 5, IS 6) 

135. Sergiovanni, T. J. Handbook for department leader s . 
Boston: Al lyn and Baeon , 19//. (Obj. LE Z, 3) 



136. Shank, P. C, & McElroy, W. The pa ramo fessional^ 

or teacher aides: Selection, preparation, and assignment . 
Midl and, Mi ehi gan : Pendel 1 Publ i shi ng Company, 1970. 
(Obj . PM 19) 

137. Snel becker , B. E . L ear n i ng theory , instructional theory and 
psy choeducati onal d e s i g n . New York: MeGraw-Hal 1 , 1974. 
[Obj. LS 3, 5; IS 6) 
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!8. Solo, L. Sharing the power in a public school. National 
Elementary Principal ; 1979 , fia, 71-75. (Obj . LE JITT 

39. Stake, R . (Ed .) . Evaluating the ar ts i n Education: A 

responsl ve appro acTT Columbus, ofiTo : Charles E. Merri 1 1 ,\ 
1975. (Obj. PM 3; CD 8, 9) ^ \ 

tO. Stanton, E . S , S u c c e s sf ul P ers onnel Recruf t i n g and 
Selection , New YoTF: TfflACOM , 19//; (Obj . PM 17 ) ' 

•1-1. Stoops, E . , Rafferty, M . , & Johnson, R. E. Handbook for 
educational admi n i s t r a t i on: A gu i d e -for t h e -^pr- a c t i t i o n e" r . 
Boston , Mass* ; _TTTyn and Bacon, Inc. 1975. 1 
Obj . PM 20; SI 3) 

12. Student rights and resp o n s i b i 1 i ti es-xe stisi te d , Vi rgip.i a: 
National School Pub M c Re I at i on s Association, 1976 . 

(Obj. PM 8) \_ 

13. Stuf f 1 ebeam, D.^ and others. Standards for eval ua t i on s - of 
educational programs, projects~and material s . New York: 
McGraw-Hal I , 1981. (Obj . LS 10; fSU] 

44. Sturgis, A. W. Instructional supervisors: A dichotomy. 
Educational leadership , 1977 , 34(8 ) , 589-593. (Obj. IS 2) 

45. Sumption, M. R. , & Engstrom, Y. School communi ty 

rel ations: A new approa c h . New York : McGraw-Ha 1 1 , 1966. 
(Obj M 8) ~ 

- - > 

46. Taebel , S. Public school music teachers* perceptions of the 
effect of certain competencies on pupil learning. J ournal 
of Research i n M usic Education , 1980 , 28 (3 j , 18 5-197"! 

(Obj. LS 37~H5~Tr; I $ 4 ; 6D TY — 

.47. Tanner, D. , & Tanner, _ L ..... C ti r ri ctil urn devel opment . New York: 
Macmillan, 1980. (Obj. MS~TT-14; PM 2-4; CD 2-8) 

48. Terhune, J. Designing learning units for health education. 
Heal th Education , Nov. -Dec, 1979, 17-13. (Obj. MS 9: 

1$ 22) 

49. Tra vers , R. M . H andbook for research o n teaching (2nd ed. ) . 
Chicago: Rand McTJa I iy, 19/3. Obj, LS 12; MS T~ 6, 7; 

IS 13, 14, 19, 20) 

50. Truckman, Eh !«. Evaluating instructional programs . Boston: 
Allyn and Bacon, YSTW. (Obj . MS b, 7; PM 3, 4; IS 19, 20; 
CD 8) 

51. U. S. Office of Education. A practical guide to measuring 
project impact on student achievement. Monographs on 
Evaluation in Education, number i_. (Obj . LS 8 ; IS 9 ) 
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152. United States Code, 1976' Edition , Title 20, Education, 
1091-1109. (Obj. PM 9) 

i _ J> 

153. United States Statutes at Large, Volume 89, 772-796. 
(Obj. PM 9) 

154. Valente, W. D. Law i n the! scho ol s t Columbus, Ohio: 
Charles E. Merri I I , lyBU. (Obj ; LE 1) 

155. Walter, D . L. The measurement of administrative 
competencies. Phi Delta Ka ppan, 1980, 61(6), 423-425. 
(Obj. LE 8) — 

156. We1 gerber , R. A. (Ed. ) Educational efforts in individualized 
learning . Itasca, 111.1 F . E. Peacock Publishers, 1971, 

I Obj. LS 4; IS 5) 

157. Sell, M. Deriving teaching skills from models of teaching. 
In W . R . Houston (Ed.) Exploring competency based 
education. Berkeley, CA: McCutchan , 19/4. 

(Obj. LS~5; IS 6) 

. 158. Weil M . , & Joyce, B. Mod els of teaching (2nd ed.). 
Engl ewood Cliffs, H . J.: Prentice-Hal 1 , 1980. 
(Obj. LS 3; IS 4) 

159. Weil, M. , & Joyce , B. Social model s of teachi ng: 
Expanding your teaching r epe rtoire . Engl ewood CI i f f s , 
N. J.: Prentice- Ha lT7~rgT8~ (Obj . LS 3; IS 4) 

160. Wei ngast, D . Shared leadership - "The damn thing works". 
Educational Leadershi p, 1980, 3_7_, 502-506. '.Obj . LE 3) 

161. Wiles, J., & Bondi, J . Curriculum development. Columbus, 
Ohio: Charles E. Merrill, 19 79, fObj. MS 10, 11, 13, 14; 
CD 2, 4, 5 ) 

162. Wi I es , J., 8 Bonui , J. Supervision: A guide to practic e . 

Columbus, Ohio: Charles E. Merrill, l$8U~. (Obj. LS 1, 1°; 
IS 1, 2, 13) 

153, Wiles, K . Supervisi on for better school . Engl ewood Cliffs, 
M; J.: r-rent-ice^TJai 1 , 19bl~. mjTLTT; LS 5, 6; IS 6, 7) 

164. Williams, S ; W . , Edu cational administration in 

s e condary school s Holt, R1 nehart, Winston, 19 64. 
(Obj. PM F5 ; S! 4) 

165. Wilson, C.. C. (Ed.). School health services . 
Washington, D . 6.: Nationai Education Association, 1964. 
(Obj . P,i 7 ) 

166. Wilson, R. 1 . Educational Admi ni strati on . Columbus, Ohio: 
Charles E. Merrill Publishing Co., 1966. (Obj. PM 20) 



167. Yarieyi J. P. Personnel management reaching organiza- 
tional and human , goal s . Columbus, Ohio: Charles £. 
Merrill, 1975. {Obj. PM 21 ) 

168. Zais, R. S. Curriculum: — P ri nci pi es and foundations. 

New York : Thomas Y. Crowel 1 , 1976. 

(Obj. MS 10-14; PM 1-4; CD 1-9) 

169. Zenger, W. F. , & Zenger, S. K. Writing and evaluatin g 
curriculum guides . Belmont, Cal i form" a: Fearson 

Publishers, 1973. (Obj. MS 10-14, PM 1-4, CD 1-9 ) 
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